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12 Pebruary 1959

§ POR: Assistant to the DD/I {Administration)
TRON 1 Msnegament Staff, Chief, OBM Staff (DD/I Area)
SURJECY : Report of Survey of ID/I Administrative Staffa

1. The Nensgemeut 3tarlf has conducted a thorcugh and detailed
exmainstion of procedures, papsrwork hendling and utilization of
porsaumel iz the Mainistrative Staffs of the 0ffices of Cemtral
Raference, Research and Reports, Current Intelligencs, Scientific
Intelligance and Operations (three major divisions). e have
alroady submitted the first part of this study, the analysis of
time spent by esch stall in various sdministrative activities.

2. Tab I, sttached, is a3 comparative analysis of worklomd
of the Adninistrative 3taffs surveyed, Tab II i3 & detuniled
ltsting of the procedures of esch of the Aministrative Btaffs,
vith recommendstions for their improvemsnt, and 2 narrative
desoription of the general mode of oparation, ineluding persomnsl
vtilization, with recommendstions for general improvenment. As
pointed out ir our retio study, there are discrepancies Letween
major workload factors end size of Mministrative Staff in
offives having spproxinstely the same total on duty. For sxsmple,
ORR Admin. Btaff is handling roughly the same volume of personnel
sotion requests and training requests and has approximately the
same size budget a8 OCH, and yet the OCR Admim. Staff T/O[ |
while the ORR AMmin, Staff /0 | (OCR hes, in fact, =
greater volums in external projects and requisitions, ORR s
higher in travel.)

3« I% is our opinion that the discrepancies in the sizeas of
the staffs are accoumted for by twe factors: (a) the demands
made upon sowe Mministrative 3taffs by their Offices for special
service snd suppert beyoud that required of cther Admin. Staffs,
sad (b) the tendency in some Staffs to conduct their work im &
maticulous, detalled and formal fashion not necessarily reguired
by Agency Regulation or Agency-prescribed operating poliey.
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some slots, might be seved in the Mnin Staffs. Simllariy e
Mmbfsmigr ge t;fde in masbours and money, if mot in
slots, sdopt o procedurel and manpower utl ‘
secmmendations contained in Tab II, teation

b, The Management Dtaff will be ple
ased to amsist in carr
out any of the recommendsticns contained in Tab IT. ® carrying
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